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UNITED STATES DEPARTMENT OF AGRICULTURE
Farm Service Agency
Washington, DC 20250

For:  State and County Offices, Kansas City Offices, and APFO

Changes to the Office of Workers’ Compensation Program (OWCP) Policies and Procedures
Approved by:  Deputy Administrator, Management

1 Overview

A
Background On July 2, 1999, former President Clinton signed the Federal Worker 2000

Presidential Initiative establishing improved timeliness of injury reporting as a
major goal for Federal agencies.  Over the next 5 years, agencies are expected to
improve timeliness on reporting injuries and illness by 5 percent each year.  The
Secretary of Labor will report to the President on the timeliness of CA-1, CA-2,
CA-2a, and CA-7 submissions by agencies each year.

Federal agencies are required by regulation to submit an employee’s Notice of
Injury forms (CA-1, CA-2, and CA-2a) within 10 workdays (or 14 calendar days)
of receipt from an employee, if lost time from work or medical expenses are
claimed or anticipated according to 20 CFR 10.110 (a).  Regulations require that
CA-7 be submitted no later than 5 workdays (or 7 calendar days) upon receipt
from the employee according to 20 CFR 10.112 (b).

B
Purpose This notice advises all State and County Offices of changes to OWCP’s policies

and procedures.

Continued on the next page
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1 Overview (Continued)

C
Contact Direct questions about this notice as follows. 

IF the employee’s duty station is. . . THEN contact...

State Office Maria T. Ruiz, HRD, PMBAB at 202-418-9034 or 
e-mail at Maria_Ruiz@wdc.fsa.usda.gov 

County Office State Office

KCAO, APFO, KCCO, KCFO, KC-ITSDO,
KC-ITSTO, or RMA-KC

Sue Collins or Mary Harvey, KCAO, Personnel
Division at 816-926-6643

D
Additional
Information

Additional information may be found at web site www.usda.gov/da 
Click on “Safety and Health”.

2 Assigning Proper Codes When Processing CA Forms

A
Coding the
Shaded Area

During an analysis of OWCP data, it was determined that approximately
20 percent of CA-1, CA-2, and CA-2a received by OWCP are coded incorrectly. 
These coding inaccuracies can be serious program deficiencies.  To ensure the
coding is correct, State Offices shall:

• use the Injury/Illness, Source/Type codes found in Publication CA-810,
Appendix B, which can be downloaded from the web site www.nfoweb.com

• limit the practice of classifying Injuries/Illness as “Unclassified” or “Unknown”
unless absolutely necessary  

• establish an internal review process to ensure that forms are not forwarded to
the Department of Labor (DOL) unless properly coded.

In most cases, sufficient information is available from the narrative description of
the injury/illness to make an accurate classification.

Continued on the next page
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2 Assigning Proper Codes When Processing CA Forms (Continued)

B
Occupational
Code

The occupational code is made up of the employee’s pay plan and occupational
series.

Example: If the employee’s pay plan is “GS” and occupational series is “0203”,
then the occupational code for that individual employee will be
“GS-0203”.  DOL requires that the “Occupational Code” block be 
completed when processing CA-1, CA-2, and CA-2a.  See Exhibit 1. 
Since every employee does not have the same occupational code, the
occupational code must be verified by either of the following:

• employee’s last SF-50

• National Finance Center (NFC) Data Base, IRIS Screen 122,
pay plan line.   

C
Injury/Illness
and
Source/Types
Codes

It is required that Injury/Illness and Source/Types Code blocks be completed
when processing CA-1, CA-2, and CA-2a.  See Exhibit 1.

Note: Refer to CA-810 Appendix B for Source/Type codes.

D
Agency
Chargeback
Codes

DOL has activated new Agency chargeback codes to identify State and County
FSA employees.  Alpha numerical extension letters have been added behind the
4-digit Agency chargeback codes representing each respective State abbreviation. 
OSHA requires that the “Agency Chargeback Code” block be completed when
processing CA-1, CA-2, and CA-2a.

Example: An employee located in Illinois would be assigned an OWCP
Chargeback of 8505-IL.  See Exhibit 2.

Note: Refer to Notice PM-2239 for chargeback codes.

Continued on the next page
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2 Assigning Proper Codes When Processing CA Forms (Continued)

E
OSHA Site Code OSHA requires that the “OSHA Site Code” block be completed when processing

CA-1, CA-2, and CA-2a.

The OSHA Site Code should be the organizational structural code assigned to the
employee’s position.  The organizational structural code may be verified by using
either of the following:

• employee’s last SF-50
• NFC Data Base, IRIS Screen 122, organizational structural line.

The OSHA Site Code for:

C State Office employees begin with the letters FA
C County Office employees begin with the letters CE.

The code should then be carried out to the 12 digits including FA or CE.  See
Exhibit 2.

Example: CE-03-46-0087-00.

3 Maintaining SF-66 Medical Files            

A
Establishing
SF-66 Medical
Files

When an injury is reported, an SF-66 medical file (blue folder), shall be established. 
The SF-66 medical file shall include the following pertaining to the case:

C copies of all CA forms
C medical documentation
C medical bills (if possible)
C doctor’s certificate of absenteeism
C employee’s T&A
C employee’s FSA-958
C employee’s SF-71
C calendar showing COP days, if applicable
C correspondence from DOL
C Agency correspondence, if applicable
C important notes
C other correspondence.

Continued on the next page
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3 Maintaining SF-66 Medical Files (Continued)

A
Establishing
SF-66 Medical
Files (Continued)

Note: SF-66 medical files shall be kept in a central location in the office
under lock and key.  The information in SF-66 files is protected by the
Freedom of Information Act and it belongs to DOL.

Do not destroy or dispose of any of the information in the file except for
duplicates.

B
Forwarding 
SF-66 Medical
Files Upon
Separation or
Retirement 

IF the employee... THEN...

retires, dies, or resigns the SF-66 medical file shall be sent to the National
Personnel Records Center together with the
employee’s Official Personnel Folder.

Note: Maintain a log with the name, case number,
day of injury, and Social Security number of
all SF-66 medical files sent to the National
Personnel Records Center for future
reference.

transfers to another
agency

C make a copy of the entire SF-66 medical file for
your records

C forward the original SF-66 medical file to the
employee’s new Personnel Office.

C
Ordering SF-66
Folders and CA
Forms

SF-66 folders and all OWCP forms can be ordered from the:

C Consolidated Forms and Publications Distribution Center 
Beltsville Service Center 
6351 Ammendale Road
Beltsville, MD 20705 

C web site address www.lsc.usda.gov.
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Notice PM-2251 Exhibit 1

Example of CA-1 for Federal Employees
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Example of CA-1 for Federal Employees (Continued)
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Example of CA-1 for Non-Federal Employees
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Example of CA-1 for Non-Federal Employees (Continued)


